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Using Cataloger’s Desktop/Classification Plus
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1. Getting Started, p. 1

Each cataloging
tool included in
Cataloger's
Desktop/Class
Plus is called an
infobase.

Infobases are listed in alphabetical order in the infobase list. Cataloging tools with multiple components
(e.g., the LCC Schedules) can be found by clicking on the corresponding gray bar in the infobase list.
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Ywelcome to Cataloger's Deskiop/Classification Plus

Cataloging Tools Available: 1999 lssue 2 of Catainger's Deskiop & Classification Pius

Anglo-American Cataloguing Rules, 2nd edition

Annotated Card Program Subject Headings UPDATED
Archival Moving Image Materials

Archives, Personal Papers, and Manuscripts

Art & Architecture Thesaurus (Getty Institute) (VWeb oni,)

Cataloging Rules for the Description of Looseleaf Publications

+ CONSER Documentation

Descriptive Cataloging Manual - Z1: Names and Series Authority Record;
Descriptive Cataloging of Rare Books

Graphic Materials

LC Cutter Tahle

o

o

+ Library of Congress Classification schedules
Library of Congress ang Rules
Library of Congress Rule Interpretations UPDATED
Library of Cangress Subject Headings UPDATED

Introduction to LCSH
Répertoire de vedettes-matiére (Université Laval) {yvieb on,)
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Click on the name of the infobase (e.g., AACR2) to open it.
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Anglo-American Cataloguing Rules, 2nd edition
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Using Cataloger’s Desktop/Classification Plus
Use the Window menu to get back to the Welcome screen to open another infobase.

1.4.

1.5.
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1. Getting Started, p. 2

Click on the lower Close (X) button in the upper right corner of the screen to close an infobase.
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Anglo-American Cataloguing Rules
Second Edition (1998 Revision)

To activate a link in the menu, click on the chapter title. Click on the = & Contents  infobase view tab below for a more

complete table of contents. Note: Many A4 CRZ rules relate to other catalogmg tocls. Click here for an explanation of

references to other tools

Part T Descnpmonl
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Appendiz C: Numerals
Append D Glossary
Index & LCEI-Style Index
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World Wide Web Resources
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Using Cataloger’s Desktop/Classification Plus 2. Navigating in an Infobase: AACR2, p. 1
2. Navigating in an Infobase: AACR2

2.1.  Use the = Contents tab to browse section headings.

I ER
([} File Edt Wiew Insst Seach Laydt Took Table Window Help mETE|

Dlelil il 5| | elblelm|| | 8w T el

Anglp-American Cataloguing Rules ﬂ
Second Edition (1938 Revision)

To activate a link in the memy, chifk on the chapter title. Click on the & Contents  infobase view tab below for a more
complete table of contents. Note] Many AACE2 rules relate to other cataloging tools. Click here for an explanation of
references to other tools

Part L. Descnpnonl
Part I Headings, Uniform Titles, and References
Appendiz & Capitalization
Append= B Abbrewations
Appendiz C: Numerals
AppendizD: Glossary
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Idost recent Amendments
World Wide Web Resources
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2.1.1. Click on a + to open levels of the hierarchy of sections in the infobase.
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“ [] LCRI-STYLE INDEX <[] CHAFTER 3. CARTOGRAPHIC MATERIALS
1 Amendrnents 4[] CHAFTER 4. MANUSCRIPTS (INCLUDING MANUSCRIFT COLLECTIONS)

[ wiorld wide Web Resources ¢ [] CHAPTER 5. MUSIC
¢ [] CHAPTER 6. S0UND RECORDINGS
¢ [ CHAPTER 7. MOTION PICTURES AND VIDEORECORDINGS
¢ [ CHAPTER 8. GRAFHIC MATERIALS
¢ [] CHAPTER 9. COMPUTER FILES
¢ [ CHAPTER 10. THREE-DIMENSIONAL ARTEFACTS AND REALIA
¢ [] CHAPTER 11, MICROF ORME
¢ [ CHAPTER 12, SERIALS
¢ [ CHAPTER 13, ANALYSIS
» [] PART Il. HEADINGE, UNIFORM TITLES, AND REFERENCES
» [] APPENDICES
» [ INDEX
» [ LCRI-STYLE INDEX
[ Amendments
[ Warld Wide YWeh Resources

= |
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2.1.2. Double click on a sectjon title to go to that section.
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N PART . DESCRIPTION
[ INTRODUCTION v CHAPTER 2. BOOKS, PAMPHLETS, AND PRINTED SHEETS
¢ [ CHAFTER 1. GEMERAL RULES FOR DESCRIFTION

¢ [] CHAPTER 2. BOOKS, PAMPHLETS, AND PRINTED GHEET;

4[] CHAPTER 3. GARTOGRAPHIC MATERIALS =]
% [] CHAPTER 4. MANUSCRIPTS (NCLUDING MANUSCRIPT COLLECTIONS)
4[] CHAPTER 5. MUSIC L

& [J CHAPTER 8. SOUND RECORDINGS CHAPTER 2. BOOKS, PAMPHLETS, AND PRINTED SHEETS
<[] CHAFTER 7. MOTION PICTURES AND VIDEORECORDINGS

4[] CHAPTER 8. GRAPHIC MATERIALS
4[] CHAPTER 9. COMPUTER FILES
4 [] CHAPTER 10. THREE-DIMENSIONAL ARTEFACTS AND REALIA 20. GENERAL RULES
% [] CHAPTER 11. MICROFORMS
4[] CHAPTER 12. SERIALS
% [ CHAPTER 13 ANALYSIS 2.0A. Scope
& (] PART Il HEADINGS, UNIF ORM TITLES, AND REFERENCES
& C] APPENDICES
» O INDEX 20AL
* [ LCRI-STYLE INDEX The rules in this chapter cover the description of separately published monographic printed items other than
[] Amendments . . X
[] Warld Wide Web Resaurces cattographic items (see chapter 3) and printed music (see chapter 5). These are referred to hereafter in this chapter as

printed monographs and comptise books, pamphlets, and single sheets. For microform reproductions of printed texts,
see chapter 11. For serial printed texts, see also chapter 12

2.0B. Sources of information
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Using Cataloger’s Desktop/Classification Plus

2. Navigating in an Infobase: AACR2, p. 2

2.1.3. Use the Document and + Contents tabs to go back and forth between the Document and Contents

2.2.

2.2.1.

windows.
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FART L DESCRIPTION =T PART| DESCRIPTION =
CHAPTER 2. BOOKS, PAMPHLETS, AND PRINTED SHEETS » [J INTRODUCTION
» (] GHAPTER 1. GENERAL RULES FOR DESCRIPTION
[mfCHAPTER 2 >HL ) PRI
1l 3 [J GHAPTER 3. CARTOGRAPHIC MATERIALS
& ] GHAPTER 4. MANUSCRIPTS (INGLUDING MANUSGRIPT COLLEGTIONS) [
o “ [] CHAPTER 5. MUSIC
CHAPTER 2. BOOKS, PAMPHLETS, AND PRINTED SHEETS * [J CHAPTER 6. SOUND RECORDINGS
“+ [J CHAPTER 7. MOTION PICTURES AND VIDEORECORDINGS
(] CHAPTER €. GRAPHIC MATERIALS
3 (] CHAPTER 9. COMPUTER FILES
2.0. GENERAL RULES 3 (] CHAPTER: 10. THREE-DIMENSIONAL ARTEFACTS AND REALIA
¢ O] CHAPTER 11. MICROFORMS
N CHAPTER 12 SERIALS
2.0A. Scope SIS
% [J PART Il. HEADINGS, UNIFORM TITLES, AND REFERENCES
3
2.0A1. ]
The rules in thiz chapfer cover the description of separately published monographic printed items other than 5 INDEX
cartographic items (3ee chepter 3) and printed music (see chapter 5). These are referred to hereafter in this chapter as ) onis e e Resourcas
printed monographs and cdmprise books, pamphists, and single sheets. For microform reproductions of printed texts,
see chapter 11. For serial pfinted texts, see also chapter 12
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Use Query Template 1 to search within a chapter.
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PART |. DESCRIPTION
CHAPTER 2 BOOKSE, PAMPHLETS, AND PRINTED SHEETS
|
I |
CHAPTER 2. BODKS, PAMPHLETS, AND PRINTED SHEETS
RULES
miles i this chapter cover the descrption of separately published monographic printed items other than
cartogrgphic items (see chapter 3) and printed music (see chapter 5). These are referred to hereafter in this chapter as
printedf moneographs and comprise books, pamphlets, and single sheets. For microform reproductions of printed texts,
fpter 11. For serial printed texts, see also chapter 12
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For example, in Chapter 21 search for the phrase “personal author” (in quotes).
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2.0A. Scope T _'I
2.0AL Search terms:
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printed monogrz i the Chapter, Area, and or General Topic above. Lpply TuAn| Help | printed texts,
see chapter 11 Use the results map to determine the presence =
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You can use Query
Template 1 to limit
searches in this
way in most
infobases.
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Using Cataloger’s Desktop/Classification Plus

2.2.2.

2.2.3.

2.3.

2. Navigating in an Infobase: AACR2, p. 3

Use the Hit List tab to view your results and double click on a Hit to go there.
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Hit Reference
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PART Il HEADINGS, UNIFORM TITLES, AND REFEREMCES VCHAPTER 21, CHOICE OF ACCESS POINTS | Related Works 1 21,28, RELAT.
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Or, in the Document window, use the Next H
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CHAPTER 21. CHOICE OF ACCESHPOINTS
21.1. GEMERAL RULE
21.1A. Waorks of personal authorsfin
21.1A2 General rule

performers on sound recor:

21.1A2. General rule
Enter a work by one or

ore persons under the heading for the
(see 21.6B), or the prpbable
and mixed personal authorsiip (see 21.8-21.27), enter under the heading for the perspn named first. Malce added entries
as instructed in 21.29-21.3

21.1B. Entry under corpoyate body

21.1B1. Definition

A corporate body is
act, as an entity. Consider| a corporate body to have a name if the words referring to it are a specific appellation rather
than a general descriptio;

rnpame tha initial latrare

Consider a body to have a name if, n a script

s rrrnede rafasvin

|

|
f{ (see 21.5B). In some cases ofsh ed personal authorship (see 21.6)
organization o a group of persons that is identified by a particular name and that acts, or may
d language using capital letters for proper

v it v comintantles cavitalifed andine i~ lnmmnne srinn avticier the 2]
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Use Query Template 2 to search for a specific rule number or a glossary term.
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CHAPTER 21. CHOICE OF ACCESS POINTS
211, GEMERAL RULE
21.1A. Works pf personal authorshin
21.1A2. Gengral rule

oo Tt T I e CHApTeT L oT el Svi W iTo TOITC ot S oTeTy— i

performers pn sound recordings, see 21.23

21.1A2. General rule

AR EIEE A EEE) | ILevel Chapter; [Fiek Chapter:21 ] and "pers: = 44| B} ‘

|Record: 3319 /16415 [Hit: 2/ 7 |Quen: [Level Chapter, [Field Chapter21 ] &nd “personal auther"] “persanal auther” |
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Using Cataloger’s Desktop/Classification Plus

2.3.1.

2.3.2.

For example, search for rule number 2.7b10.

%3 Folio Views - [Anglo-American Cataloguing Rules]

[[] Eile Edit View Insen Search Lapout Tock Table Window Help NEIES
Dlz(e| mi@| || |«slelm|| |8 ENECE]
PART Il HEADIMNGS, UNIF R T T e
et Re B Toieal] Cataloger's Desktop - Rule & Glossary Workform B3
21.1. GEMERAL RULE
21.1A. Works of personal author
21.1A2. General rule Rule number gfle
27010 =

performers on scund recordis
Gloggan Tem:

—

21.1A2. General rule
Exnter a work by one or 1

na
ersonal authorship (see 21.6)

(se8 21.6B), or the pre  Body of Rule: Recards with hits - 1
and mized personal authorshi I Imed first. Make added entries
as mstructed in 21.29-21.30.
Example:

21.1B. Entry under corpors I

Type in the Rule number and/or titke OR the Glossary term

21.1B1. Definition

A corporate body is an o
act, as an entity. Consider a
than a general description. C

OR Baody of Rule OR Example.

o]

Cancel | Help

ar narme and that acts, or may
e a specific appellation rather

psing capital letters for proper

i+ ve cncirbantis canitaliad andine € in a lanmmane rinn atidler e 2

(S
| |Level Chapter: [Fieid Chapter:21 | And "pers: j 44| ‘

[Record: 3,313 /16,415 [Hic 2/7 |Query: [Level Chapter [Field Chapter21 ] And “personal author'| “perscnal author” |

imitinl latbarn A tha mraede eafae

Biowss ; £ Document % Contsrts

2. Navigating in an Infobase: AACR2, p. 4

Entering the search (by clicking OK) will take you directly to the rule number

% Folio Views - [Anglo-American Cataloguing Rules]
([} File Edt Wiew Insst Search Layout Took Table Window Help

0| |E| e =
PART I. DESCRIPTION
CHAPTER 2. BOOKE, PAMPHLETS, AND PRINTED SHEETS
2.7. NOTE AREA
2.78. Notes
2.7810. Physical description

. Physical description ‘/ - B

Make notes on important physical details that are not included in the physical description area. IMake notes on braile _
or other tactile books

ellem|| | B (5] el

Captions on verso of plates

Printed on vellum

Limited ed. of 60 signed and numbered copies
Alternate pages blank

1o more published

Two charts on folded leaves in pocket

Tables on 4 leaves in pocket |

@il Search [} Biowse ; (2] Document {¥ Conterts fI= Hilist [

| 75| B | 25| 8| | tFieta Rute the2 7 0]
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|Record: 801/ 15,4015 [HiE 1 /1 [Quen: [Field Rule ttle:2.7610]

Or, also in Query Template 2, search for the gloss

%3 Folio Views - [Anglo-American Cataloguing Rules]
() Eie Edit Wiew Inset Seach Lapout Took Table Window Help
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PART I. DESCRIPTION

CHAPTER 2. BOOKE, PAMPHL . N .
27, NOTE AREA Cataloger's Desktop - Rule & Glossary Workfo:m

2.78. Notes
2.7810. Physical descriptior

Rule number or title:

s

iption area. Make notes on braills o

. Physical descri

Make notes on impor

Glossary Term: [accompanying
or other tactile books _ activity
"uniform title'] adaptation
ladded LI

Captions on v

Body of Rule: Records with hits - 1

Printed on vel I

Lirnited ed. of E .
wample:

Alternate page I

Type in the Rule number and/or title OR the Gloszam term
OR Body of Rule OR Example.

o | Hep |

Tables on4 1 |

Mo more publ

Two charts or Cancel |

baa
B Search [ Browss | 2] Document {# Cortents [I= Hitlist [

| 7= | = | 75 | 88 | (25| 8| [ Fie Rue thie 27010

j«»‘

[Record: 801/ 15415 Hit 1 /1 [Queny: [Field Fule tile 27010 ]
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Using Cataloger’s Desktop/Classification Plus

Entering the search will take you to the glossary entry.

4 Folio Views - [Anglo-American Cataloguing Rules]
EDEME Edit Wiew Insert Search Layout Tools Table ‘window Help

DlzlEl mlwl = | Bl |8

APFENDICES
APPEMNDIS D, GLOSSARY
Uniform title

AT w] |

1. The particular title by which a work is to be identified for cataloguing purposes. 2. The particular title vsed to
distinguish the heading for a work from the heading for a different work. 3. A conventional collective title used to
collocate publications of an auther, composer, or corporate body containing several works or extracts, etc., from several
works (e.g., complete works, several works in a particular lterary or musical form).

Version (Bible) I
A particular translation of the Bible or any of its parts. For the broader use of version for other works, to designate a
type of adaptation, see 21,10,

Verso
1. The lefi-hand page of a book, usually bearing an even page number. 2. The side of a printed sheet intended to be
read second

Videorecording
A recording on which visual itnages, usually in motion and accompanied by sound, have been registered; designed for
playback by means of a television set. =

EE Seach ;03 Browss ; B) Document [ Contents fi= Hitlist |

A R R EE ) | [Field Glossary term:"uniform title"]

|Record: 6,104 /15,415 [Hic 171 |Quey: [Field Glossary term “uriform title"]

=1 x|

2.4.
24.1.

3 Folio Views - [Anglo-American Cataloguing Rules]
(] Fie Edit Wiew Inset Seach Layout Took Table ‘window Pl TR

DlzlEl mwl = | el |8

PART Il HEADINGSE, UNIFORM TITLES, AND REFERENCES
CHAPTER 25, UNIFORM TITLES
252 GEMERAL RULE

|'|L’"‘

25.2. GENERAL RULE

25.2A.

Formulate a uniform title for a work as instructed in the rules that follow. Enclose the uniform title in square brackl
If the work is entered under title, give the uniform title as the heading with square brackets. Optionally, give a uniformd
title used as a main entry heading without sequare brackets

Dickens, Charles
[Martin Chuzelewit]
The kfe and adventures of Martin Chuzzlewnt

Dickens, Charles
Martin Chuzzlewit

Dickens, Charles
[Martin Chuzelewit]
EE Seach ;03 Browss ; B) Document [ Contents fi= Hitlist |

A R R EE ) | [Field Glossary term:"uniform title"]

|Riecord: 4,331 /15,415 [Hic 171 |Quey: [Field Glossary term “uriform title"]

= |

24.2.

ws - [Anglo-American Cal aloguing Rules]
([] Fle Edit ¥iew Insett Seach Lbyout Took\Table ‘window NSelp

DlzlE] slE) =)

(N | B

|'|L’"‘

PART | DESCRIPTION
CHAPTER 1. GEMERAL RULES FJR DESCRIPTION
1.1, TITLE AND STATEMENT OF HESPONSIBILITY AREA!
1.16. terns without a collective tije
1163
I~
1162, fugw ] ]
I, in an item lacking a collective title, no one work pred. ates, aither describe the iter as a ubnglsee 1.1G3) or,
make a separate description for each separately titled work, li the separate descriptions with notes (see 1.7B21)
1163,
If describing the item as a unit, transcribe the titles of the individuall titled works in the order in which they appear in
the chief source of information or, if there is no single chief source of inflfgation, in the order in which they appear in the
item, treating multiple sources of information as if they were one source (see 1.0H)
Separate the titles of the works by semicolons if the works are all by the same person(s) or emanate from the samel
body (bodies), even if the fitles are linked by a comecting word or phrase. Follow the title of each work by its parallel
title(s) and other title information.
Clock symphony [GMD]: no. 101 ; Surprise symphony : no. 94 / Haydn
Lord Macaulay's essays [GMD] ; and, Lays of ancient Rome =
EE Seach ;03 Browss ; B) Document [ Contents fi= Hitlist |

A R R EE ) | [Field Glossary term:"uniform title"]

j«»|

|Record: 241 ¢ 15415 [Hit 1 /1 [Query: [Field Gilossary term:*uniform tte"]

2. Navigating in an Infobase

You can use navigation tools to move within an infobase or from infobase to infobase

Use the scroll bar
arrows instead!

- AACR2, p. 5

Caution!: The scroll bar button on the right side of the screen can get you lost very quickly!

Click on any text in blue (really, it's blue!) to follow a hyperlink to a related part of the infobase.
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Using Cataloger’s Desktop/Classification Plus 2. Navigating in an Infobase: AACR2, p. 6

2.4.3. Click on an LCRI or MARC button to go to related sections in those infobases. To follow this
particular example, use oneQf the navigation methods you have learned to go to Rule 2.1C in AACR2.

- [USMARC Bibliographic Format] HEIE
each Layot Took Table Window Help TS|

| #lsfefml| | B [=] lmw]]|

% Folio Views - [Anglo-American Cataloguing Rules] M= e L Felio
([ Fie Edit ¥iew Inset Sesich Layout Tools Table ‘window Help T (I Fie Edit Mew Inst S

Dleslel] @lwl =[] | elslelm]| | e =] 2 m[ 2N Dlesls| Qi@ =]

PART L. DESCRIPTION 20X-24X Title and Title-Related Fields
CHAPTER 2. BOOKS, PAMPHLETS, AND PRINTED SHEETS 245 Title Staternent (NR)
2.1. TITLE AND STATEMENT OF RESPONSIBILITY AREA Guidelines for Applying Content Designators
21C. Optional addition. General material designation n SUBFIELD CODES
$h- Medium
210, i addi G al ial desi; i LRI E |
1T, Optinnal addition. General material designation $h- Medium
2101 Subfield $h contains a medum designator used in the tifle statement. In records formulated accordmng to ISBD
Give immeditey Eolloming th i peaper e appropriate general material designation as nsructed in 11 principles, the medium designator appears in lowercase letters and is enclosed within brackets. Tt follows the fitle
proper (subfields §a, $n, §p) and precedes the remainder of the fils (§b), subsequent titles (in items lacking a
2102, collective title), andfor statement(s) of respensibility (Fc)
T an item contains parts belonging to materials falling into two or more categorics, and if none of these is the 245 048aThe Green bagBh{microform] Sha useless but entestaring magazine for lawyers
predominant constiment of the ftem, give either wdsimedia ot kit as the designation (see 1101 and 1.10C1) 145 148aThe Mew Lost City Rarblers with Covein EmmpShlsound revording] o
245 14$aThe royal gazette$h[microform] /$cl7ew Brunswick.
2.1D. Parallel titles (o) 245 00§a[Geode]Sh[realia]
245 008aDaily report $pPeople’s Republic of China$h[microform] ScFBIS
21D1. 245  14SaThe printer's manal$h[microform] Seby Caleb Stower ; with a new introduction by John Bidwell
Transcribe parallel titles as instructed in 1.1D. The printer's companien / by Edward Grattan ;, with a new intreduction by Clinton Sisson.
245 03$ala mer$h{sound recording] :$hKhamma ; Rhapsods for clarinet and orchestra MeClaude Debussy.
Tyres and wheels = Pnous et rouss = Reifen und Rader g [iem facking a colizctive titte] -
B Searcn (3 Browse ; 2 Document {Z Contents = Hitlist | 8 Seaich [ Browse | [2) Document [ Contents [i= HELit

a8 5 = 3 | e = 5| a5 | 8 5 | [ Pz =l x|

|Record 5.913/12,533 [Hit 0/0 |Query:

|Record: 612 /16,415 [H 0/0 |Quer,

2.4.4. Use the Go Back and Go Forward buttons to move from place to place.

- [Angla-American Cataloguing Rules]

Y Folio Views - [USMARC Bibliographic Format] % Folio
([ File Edit Wiew Inset Seach Wgwout Tooks Table ‘indow Help =18]x| () Eie Edit View Imsen Search Lapout Took Table Window Help & x|

| llelm| | e (=] x|

Dle{el wlw] =) | elslelm| | g =] o(m]]| Dlz(E] GlEm|

20%-24X Title and Title-Related Fields PART 1. DESCRIPTION
245 Title Staterment (NR) CHAPTER 2. BOOKS, PAMPHLETS, AND PRINTED SHEETS
Guidelines far Applying Gontent Designators 2.1.TITLE AND STATEMENT OF RESPONSIBILITY AREA
n SUBFIELD CODES 21C. Optional addition. General matetial designation
§h - Medium _I
= 2.1, Optional addition. General material designation ki (e ]
: .
$h - Medium [
Subfield $h contains a medium designator vsed in the file statement. In records Formulated according to ISBD
: 2101
principles, the medium designator appears in lowercase letters and is enclosed within beackets Tt follows the tile i rame ity Eollowing the te peoper he appropriate gensral matsril designation as nstructed m 11
proper (subficlds Ba, §n, §p) and precedes the remainder of the e (§), subsequent tites (in ftems lacking a ®
colective fie), andlor statement(s) of responsibilty (Sc). 210
245  043aThe Green bagShmicroform] $ha useless but entertaining magazine For lawyers dlf an fiem cottaing ";t“hs belonging “‘l’h‘“a“”}als fjh“g ‘“k:" 'W:; o o “mg"“elsvl Ca“ld ‘fdﬂl(’fl‘zc"f these is the
245 148aThe New Lost City Rerublers vrith Cousin EroanySh{sound recording] - predominant constifuent of the itern, give sither madéimedia or &t as the designation (see an )
245 14$aThe roval gazetteSh{microform] SeNew Brunswick
245 008a[Geode [Shirealia] 2.1D. Parallel titles
245 00$aDuaiy report $pPecple's Repubiic of ChinaSh[imicroform] $cFBIS
245 14$aThe prinier's mamaSh{microform] Seby Calsb Stower ; with a new ntroduction by John Bidwell 21D1.
The printer's companion / by Edward Grattan ; with a new infrodustion by Clinton Sisson Transcrive parallel tfes as instructed n 11D
245 03$aLa merShlsound recording] ShEhamma ; Rhapsody for clarinet and orchesira fSeClaude Diebussy
Fitom Tacking a collective file] - Tyres and wheels = Prieus et roues = Reifen und Rader 5
&8 Seach (@ Bowss ;2 Document {% Contenis Ji= Hilist BB Search (0 Browse | ) Document /% Conterts /= Hitlist /

25 gt [ tcroue =l py ‘

[Record: 613 /15,415 [Hie 040 [Query

| 7| 7| 5| B | 5] 8| | (Fied Fuiettez1c) =l ‘

[Record: 6,913/ 12833 [Hit 040 [Quey:

2.4.5. Use the top portion of the Document window to see where you are (you can adjust its size and double
click on a line to go there).

% Folio Views - [Anglo-American Cataloguing Rules]
{{) File Edi Wiew Insst Seach Layout Tooks Table Window Help NEET

Dlele| @ =) | | elem]| | e/ [+] sim[ ]|
PART |. DESCRIPTION ;

CHAPRTER 2. BOOKS, PAMPHLETS, AND PRINTED SHEETS
2.1, TITLE AND STATEMENT OF RESPONSIBILITY AREA

2.1C. Optional addition. General material designation ' 3

2.1C. Optional addition. General material designation Lkl I

2.1C1.
Give immediately following the title proper the approprate general material designation as mstructed in 1.1C

21C2.

If an item contains parts belonging to materials falling into two or more categories, and if none of these iz the
predominant constituent of the item, give either or kit as the d (see 1.1C1 and 1.10CT)
2.1D. Parallel titles
21D1.

Transcribe parallel titles as instructed in 1.1D

Tyres and wheels = Pneus et roues = Reifen und Rader ||

& Seach ;03 Browse | B Document (£ Contents fi= Hitlist ]

8| 78| | = 8 5| [Torom = 41D |

|Record: 613/ 15.415 Hit 0/0 [Query,
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Using Cataloger’s Desktop/Classification Plus

3.2.

3.3.

Navigating in an Infobase: LC Class Schedules

Use the Window menu to get back to the Welcome screen.

icws - [Anglo-American Catald
£ Edit Yew lnset Ssaich Layo

H Q@ 2

PARTI DESCRIPTION

Hslgm;umw ==

LmAF T Er 2! L RS ik
2.1, TITLE AND § RESPONSIBILITY AR el
21C. Optional addition. General materal desionatior Close 4l
- Refresh B
. Optional addizion. General material de
1Welcame ta Cataloger's Desktop! (Shadaw _
v 2Anglo-American Cataloguing Rules
21C1L
Give immediately following the title proper the appropriate general material designation as instructed in 1.1C
2.1C2.
If an item contains parts belonging to materials faling into two or meore categeres, and if none of these is the
predominant constituent of the item, give either or kit as the d (see 1.1CT and 1.10C1)
2.1D. Parallel titles
2.1D1L.
Transcribe paralle] titles as mstructed i 1.1D.
Tyres and wheels = Pneus et roues = Reifen und Rader =
& Search [ Biowss | [£) Document {2 Conterts Ji= Hillisl |
o | = | = |55 6 | = a8 I[FlaldRu\ema?m] =]y, ‘

Dpens a new window for the cunient infobase:

3. Navigating in an Infobase: LC Class Schedules, p. 1

Click on the Library of Congress Classification Schedules bar to get to the list of schedules.

EIES {3 Folio Views - [Welcome ko Catale ger's Desktop! [Shadow)]
=181 x| ([] Fie Edit Yiew Insett Seach Jlawout Tools Table ‘window Help

wﬁ@’—[ﬁlﬁ = /l?ﬁriTTTJI JI;l LR T

Weltome to Cataloger's Desktop/Classification Plus
Anglo-Arnerican Cataloguing Rules, 2nd edition

| — 3

Cataloging Tools Available: 1999 lssue 2 of Cataloger's Desktop & Classification Plus

Anglo-American [Cataloguing Rules, Znd edition
Annotated Card Program Subject Headings UPDATED
Archival Moving Image Materials
Archives, Personal Papers, and Manuscripts
Art & Architecture Thesaurus (Getty Institute) (\Webfoni,)
Cataloging Rules for the iption of Looseleaf Publications
[ + CONSER Documentation

Descriptive Cataloging Manual - Z1: Names alieries Authority Records

Descriptive Cataloging of Rare Books
Graphic Materials
LC Cutter Table

v I + Library of Congress Classification schedules I
Library of Congress Filing Rules
; Library of Congress Rule Interpretations UPDATED
' Library of Congress Subject Headings UPDATED
Inlmduclmn to LCSH s ) N LI

1owse .Ducumem,ﬂ Contents

|5 | | s | A | | [ 1oroue j«»‘
|Record: 2729 [Hit 2729 [Duen: [Gioup x|

Click on the schedule name to go there.

%3 Folio Views - [Welcome to Cataloger's Des<top! [Shadaw)]
(1 Fle Edit View Inseit Seach Layout Tofls Table Window Help _[®] x|

Dlelw| sl s

| el | | e ST

Welcome to Catalogers Deskiop/Classicatiof Flus
WA Accessible Mational Likraries of the Wideld (IFLA) dVeb only)
ﬂ_ibra of Congress Classification schedules ii
w Library of Congress Classificatfon Outline UPDATED
o) Prefaces to Classification Schedules
v A General Works UPDATED
o BBJ  Philosophy. Psycholofy UPDATED
w [ Auziliary Sciences of History UPDATED
o DSDX  History of Asia, Africa, Australia, New Zealand, etc. UPDATED
2 E-F History: America (Western Hemisphere) UPDATED
& H Social Sciences UPDATED
» J Political Science UPDATED
» K Law {General) NEW
2 KD Law of the United Kingdom and Ireland UPDATED
& KE Law of Canada NEW
) KZ Law of Nations UPDATED
» L Education UPDATED
}-: M Music and Books on Music UPDATED H

j«»‘

[Record: 1423 [Hit 1729 [Buen: [Group 1)
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Using Cataloger’s Desktop/Classification Plus

3.4.

3.4.1.

3.4.2.

Use the = Contents tab to browse within the schedule.

% Folio Views - [Classilication Schedule B]
() File Edt Wiew Inset Searc] Layout Took Table Window Help NETE|

Dlzle) aig =] | el | b [ lw]

Classification Gchedule B-B.J \

Classification Schedule B-BJ

@i Search [} Browse ; (2] Document {3 Conterts [I= Hiist [
8 | | 8 ] oo = 51|

|Record: 117,333 [Hit: 0/ 0 [Query

3. Navigating in an Infobase: LC Class Schedules, p. 2

To browse in the Contents, click once on the “+” next to the schedule name.

3 Folio Views - [Classification Schedule B]
([J Eie iew Seach Iooks wWindow Hep N

Ol (@] | B || zlwls|

&R Seach Browse: Document ; % Contents = Hitlist |

HEEE N EE T j«»‘
|Record: 171 [HiE0/0 [Query:

To get to the text of a subclass, click twice on the heading.

% Folio Views - [Classilication Schedule B]
([} File View Seach Tooks Window Help mETE|

Dlels| sl 5| | eBlelm | | o o] ilw]]|

BB C |acsification Schedule B-B.J -
<+ [ B Philosophy (Generaly
“» [ BC Logic
<[] BD Speculative g iy

<[] BF Psychology

“# [1 BF Parapsychology

<» [ BF Occult sciences

% [] BH Aesthetics

< [ BJ Ethics

% [0 BJ Social usages. Etiguette
[ INDEX

i Search (1) Browse ; B Document ; & Contents = Hilit |

5= 8 | [ome = wlp]|
|Record: 14171 [Hi 070 [Query
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Using Cataloger’s Desktop/Classification Plus 3. Navigating in an Infobase: LC Class Schedules, p. 3
3.4.3. The beginning of that subclass will display on the screen.

% Folio Views - [Classification Schedulc B]
(D Eie Edit Yiew lnsst Seach Lapout Iook Table Window el ]

Dle[s] El

| elslelm) | |t || slwlal |

Classification Schedule B-BJ
BF Psychalogy
|
. [BF Psychology ]
Perindicals. Serials
£. Bl+, Philosophy

Ci. EF1001+, Psychic research

Ci. QP351, Heurophysiology and neuropsychology o
BF1.A1-A3 Polyglot
BF1.AdZ English
BF2 French and Belgian
BF3 German
BF4 Italian
BFa Spanish and Portuguese
BF8.AZ Cther. By language, A-Z
BF11-18 Societies (Table B-BJE)
BF20 Congresses

Collected works {nonserial) (Table B-BJG)
BF21.A1 Polyglot
BF21.A2 72 English
BF30 Directories
BF31 Dictionaties. Encyclopedias =
bran T Ml (.
& Search [ Biowss | [£) Document {2 Conterts Ji= Hillisl |
| | = 8 | 2 ] o j«»‘

|Record: 5,430 ¢ 17.393 Hit 040 |Query

3.5.  Use Query Template 1 to search for a specific class number or specific word.

%3 Folio Yiews - [Classification Schedule B]
(1 Fle Edit View Insef Seach Layout Tooks Table Window Help _[®] x|

D le|i| il 5|

Classification Schedfle B-B.
BF Psychology

| elofe(mf| |8 [ o]

BF Psycholog

Periadicals. Serials
Cf. Bl+, Philosophy
Ci. BF1001+, Psychic research
Cf (P351, Heurophysiology and meuropsychology o
Polyglot
English
French and Belgian
German
Italian
Spanish and Partuguese
Other. By language, A-Z
Societies (Table B-BJB)
Congresses
Collected works (nonserial) (Table B-BJE)
Polyglot
English
Directaries

| 7| | s | | ] [ oroue j«»‘

|Record: 5,430 /17,393 [Hit 0/0 [Buen:

3.5.1. To find a specific class number, key in the class number. It must match a number from the Word list.

%3 Folio Yiews - [Classification Schedule B]
(1 Fle Edit View Inseit Seach Layout Tooks Table Window Help

Dle(e| mlm| =] |« |-

Classffication Schedila A-A.I
EREELLE S earch Classification Schedule

e i
Classification number:  [b1008.e9

= In order for a search to be

successful, a number greater
than zero must appear on the
P o » “Records with hits” line. Notice
ors nienes | that for this search there is one
BrAz hit on the “Records with hits”
gga'm [~ Checked Branches Fiecords with hits - 1 I Ine
BF21.A1
DAL 0K | Cancel | Hep | 2 |6 | appTaa
Brst — =
&8 Seach [0 Bowse ; (2 Document /F Contents [i= HiList |
e EEC e jm‘

|Record: 5,430 /17,393 [Hit 0/0 [Buen:
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Using Cataloger’s Desktop/Classification Plus

3. Navigating in an Infobase: LC Class Schedules, p. 4

3.5.2. Clicking on OK will take you directly to the class number you searched for.

% Folio Views - [Classification S chedule B]

{(N Fie Edit View Insst Seaich Layout Took Table Window Help |
Dlzle| wiil =f| | el | a0 RECE
Classification Schedule B-BJ
8 Philosophy (General)
B790-5802 Modern (1450/1660- )
BES0-5734 By regian or country
B1001 Latin America
B1008.A-Z Special topics, AZ
B1008 EA Enlightenment
B993.G72 arkin (Table B-BJS) =
B995.H8 " Archibald G, (Table B-BJ5)
B995.L65 gan, Bermard L.F. (Table B-BJ5)
B995.T3 Zylor, Charles (Table B-B.5) |
B1001 in America
B1003 General special
Including special aspects of the subject as a whole
B1008.AZ Special topics, AL
Enlightenment
B1008.L53 Liberty
B1008.M34 Man
B1008.P§ Positivism
B1008.T3 Time
By region or country
B1015-1019 Mexico (Table B-BJS)
B1019.A-Z Individual philosophers, A-Z
B1019.A45 Alonso de |a Vera Cruz, fray (Table B-BJ5)
B1019.v3 “asconcelos, José (Table B-BJ5) =
& Search [ Biowss | [£) Document {2 Conterts Ji= Hillisl |
A EEEEE] | [Field Classhumber-b 1008 e Jor =]y, ‘

|Record: 2,144 /17,393 [Hic 141 |Buen: [Field ClassNumberb 1 008.e5 Jor

3.5.3. Key a word in the “Caption keyword” box to find a specific word in a classification number caption.
You can use the scroll bar on the Word list to locate additional words to use. Check the “Record with
hits” line to be sure your séarch was successful. Click OK to enter your search.

% Folio Yiews - [Classification Schedule B]

(1 Fle Edit View Inseit Seach Layout Tooks Table |window Help

Do) aiw) =) | «lslelm)| |8

Cala;mﬂnsgzgfé Search Classification Schedu
B790-5302 Mo
B850-5739 By
81001 Latin,

BiongAze | ENtEr
B1008.E5 £

B995.G72 Classification number; I
B995.H8

B995.L65 i
B995.T3
B1001 v

B1003 Caption kepword: Icugmtive

B1008.AZ

B1008.L53

B1008.M34

B1008.P6 [ Checked Branches
B1008.T3

Records with hits - 13

B1015-1019

B1019.42 0K | Concel | e

B1019.A45

I R

ATCUTNCEIS, JUSE [ Ta07e Croa]

iowse ; 2 Document [ Conlents Ji= HilList |

A EEEEEE] | [Field ClassMumber:b1008 £5 Jor j . ‘

|Record: 2,144 /17,393 [Hic 141 |Buen: [Field ClassNumberb 1 008.e5 Jor

The screen displays the first occurrence of the word in the schedule.

%Y Folio Views - [Classification §chedule B]

(] Fie Edi View Inset Search Lapout Tock Table Windoy/ Help |
Dlz|e] @ial =] | eslelm)]| | g [z 2w |
Classification Schedule B-BJ
BF Psychology
BF201 Gognitive psychology
Adlerian psychgfgy, see BF175.5.433 B
BF199 Behavioris eobehavioriem. Behavioral peychology
[e3 319+, Conditioned response
BF200 Interbehafral psychalogy
BF201 MERE nsychology
Cf. BF309+, Cognition
BF201.3 Discursive psychology
BF201.4 Feminist peychology o
BF201.5 Functionalism
BF202 Whole and parts (Peychology). "Ganzheit”
Cf. ED3%6, Philosophy
BF203 Gestalt psychology. Gestalt perception
Cf . BFE98 8 A+, Personality tests
Hurnan potential moverment, see BFE37.H35
BF204 Hurmanistic psychology
BF204.5 Phenarmenological psychalogy. Existential peychology
Cf. BF41. Fsychologism
BF204.7 Transpersonal psychology
BF207 Psychatropic drugs and other substances
Cf. QP80l &+, Physiological effects
Cf. RC483+, Psychiatric psychopharnacology
Cf. RCEEE A+, Narcotic habit Drug abuse
Cf. RM315+. Medical psychopharmacology LI
Rcona A 7 Crevcinl driier and othar cihetancan &7
Btk Search Browsse | [E] Document /& Contents /= Hitlist [

| 8 | 7= | 5 | 8 | ] | | (Field Caption cogntive] =] 4w |

|Record: 5,684 /17,393 [Hit 1 /13 [Query: [Field Captior:cognitive]
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Using Cataloger’s Desktop/Classification Plus
3.5.4,

3.6.

3. Navigating in an Infobase: LC Class Schedules, p. 5

Click on the Hit List to display all the places the search word occurs.

([} File View Seaich Tools Window AT

g@l_ﬂ * EEI‘ \‘Nme -_LIJ|

Hit Reference

. Cognitiont BF314 Cognitive maps
. Cognition | BF335-336.5 Hahit, Adjustmentl BF337.A-ZSpe...
Cognition | BF335-335.5 Hahit. Adjustmentt BF337 A-Z Spe

Classification Sch
Dissonance,
Classification Sch
..BF432.5.C64
Classification Sth

Cognitiont BF335-335.5 Hahit. Adjustmentt BF337 A-Z Spe
. Cognition't BF431-433.2 Intelligence. Mental ahility. Intellige...
. Cognition BF431-433.2 Intelligence. Mental ability. Intellige...
Cognition | BF431-433.2 Intelligence. Mental ability. Intellige
Cognitiont BF431-433.2 Intelligence. Mental ability. Intellige

. Cognition't BF431-433.2 Intelligence. Mental ahility. Intellige...

Classication Schodus B-BJ13) Elhics | BJIT Phildsophy. Methodology. Relation to othertopics | BJ45.5 Relation to cognitive science
BJ45 5 Relation to G science. Philosopigles mind =l

&8 Soarch [0 Browse | [B] Dooument ; & Contents = HitList

k| 75| 55| =5 8 |25 g | triewl Caption:coantive] =l A ‘

|Record: 1713 Hit 1713 |Gueny: [Field Caption:cagritive]

Use hyperlinks, the Go Back and Go Forward buttons, and the top part of the Document window as

navigation tools.

%Y Folio Views - [Lassification Schedule B]

([} File Edit Wiew \Insett Search LayofTook Table Window Help NETE|

Do) aig] =] | el | b [ lw]

Classification Schedule B-BJ
BF Peychology
BF303-483 Consciou:
BF335-335.6 Habit. ANjustment
BF337.A-Z Special top\es, A-Z
BF337.C62 Cognitive
pecial topics, A 2
BF337.A92 Avoidance
Cf. BF319.5.49, Avoidance conditioning
BF337.B74
BF337.C62
BF337.063
BF337.C65
see BFI37.CB3 H
BF337.E9
BF337.16
BF337.R28
(BF337.R35)
See BF175.C.R44
BF337.R4
E318.A+, Evolution
Cf. QH432 .5, Physiology
Cf. QH4E7, Behavior genetics
BF341 General works
BF343 General special
c.a. Hereditv in rovaltw |
@i Search [} Browse ; [2] Document [ Conterts [I= Hiist [
ith| 7= | 75| = | 0 | 2| | [Field Captior: cagntive] j 44| pp ‘

|Record: 5,647 /17,333 [Hit 3/ 13 |Query: [Field Captior:cognitive]

Hyperlinks are in blue (really!) and refer to other class numbers and tables. The Go Back and Go
Forward arrows in the top toolbar will take you back to the previous screen or forward to a screen you
have already viewed. If they are not in bold, they cannot be used. The top part of the Document

window can be enlarged as needed to see the outline of the schedule.
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Using Cataloger’s Desktop/Classification Plus

4.2.

4.3.

Navigating in an Infobase: Library of Congress Subject Headings

Use the Window menu to get back to the Welcome screen.

% Folio Views - [Classification Schedulc B]
(D Eie Edit Yiew lnsst Seach Lapout Iook Table

Dle{E| wi@l =] | e[|

Cascade
Classification Schedule B-BJ Tile Vetticeally
BF Psychalogy Tile Horizontally
BF308-489 Constiousness. Cognition Arange lcons
BF 335-335.5 Habit. Adjustment Close Al
BF337.A-Z Special topics, A-Z -
BF337.C82 Cognitive halance Befresh
SRECTATORICS, &7 1 Walcame to Catalogers Deskiop! (Shadan] |
BF337.A92 A"”‘da”c“ oy ZAvaloAmeican Calsloguing Fles
BF337.B74 Breaking habits % 3 Classification Schedule B
BF337.062 balance
BF337.C63
BF337.C65
Dissonance, . see BF337.053 I
BF337.E9 Exercise
BF337.16 Interference
BF337.R28 Rationalization
(BF337.R35) Reprassion
Ses BF175.5.R44
BF337.R4 Retroactive inhibition
NMature and nurture
Cf. BB18 A+ Evolution
Cf. QH436 5. Physiology
Cf QH457. Behavior genstics
BF341 General works
BF343 General special
e. o Hereditv in rovaltw LI

& Search [ Biowss | [£) Document {2 Conterts Ji= Hillisl |

ath| 7= | 5= 7 | b | (25 gl [ Fieic Caption:cognitive] =] ‘

Dpens a new window for the cunient infobase:

4. Navigating in an Infobase: LC Subject Headings, p. 1

Click on the Library of Congress Subject Headings line to open the infobase.

T ES {3 Folio Views - [Welcome ko Cataloger's Desktop! (Shadow)]
i =12 X| [[] Fie Edit/View Insett Seach Lapout Tools Table ‘window He

R T i AT == e, b 1[/{;-431 =

Waltome to Cataloger's Desktop/Classification Flus

' -
Cataloging Tools Available: 1999 lssue 2 of Catfloger's Desktop & Classification Plus
Anglo-American Cataloguing Rules, Znd edition
Annotated Card Program Subject Headings UPDATED
Archival Moving Image Materials
Archives, Personal Papers, and Manuscripts
Art & Architecture Thesaurus (Getty Institute) (\Web/oni)
Cataloging Rules for the iption of L leaf i
[ + CONSER Documentation  /
Descriptive Cataloging Manual - Z1: Names agd Series Authority Records
Descriptive Cataloging of Rare Books
Graphic Materials
LC Cutter Table

v + Library of Congress Classification dchedules ]
Library of Congress Filing Rules *
) Library of Congress Rule Interpretat#hs UPDATED
' Library of Congress Subject Headings UPDATED
Introduction to LCSH LI

iowise ; [E) Document (£ Cantents

|5 | | s | A | | [ 1oroue j«»‘
[Record: 13729 [Hit: 13729 [Quen: [Group 1]

Use Query Template 2 to do a Complete Heading search.

ibrary of Congress Subject Headings]
(1 Fle Edit View Inset each Layout Tooks Table Window Help _[®] x|

DlelE) m@ 5| | eslEm| | s [ o]

Library of Congress Subjpct Headings

Library of Congress Subject Headings

0 (Group of frtists)
USE Zeyo [Group of artists)

0-1 Bird Dgfg (Recormaissance aircraft)
USE Bjrd Dog [Recormaissance airce aft)

15 Bond fitreet {Hew York, N.Y))
USE Pobbins and Appleton Building {Mew York, H.Y.)

1 Broadfvay {Hew York, .Y )
USH International Metcantile Marine Company Building (New York, N.Y .

j«»‘
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Using Cataloger’s Desktop/Classification Plus 4. Navigating in an Infobase: LC Subject Headings, p. 2

43.1.

4.3.2.

Key in a subject heading, e.g., civil service.

Y Folio Views - ILibraty of Congress Subiect Headings]
([]Fle Edi View Inset Seach Layoul Took Wbl Window Help TR

Dle(e| wlw| =] | el \| g (] 2wl

Library of Congress Subject Headings
Search Subject Headings and Subdivision [%]
Enter: |
- e e E‘”I servicel

Subdivision Keyword: |

Heading: civil rights workers afro american ;I
civil rights warkers in literature:

U {Graup of artists] civil ights warkers may subd geag

USE Zero Crong

civil servants
11 Bird Dog (Recon civil service colonial ||
USE Bird Dog (R, civil service ethics jgwish law
civil service ethics may subd geog
1-5 Bond Street (New civil service examinations
USE Robhins anc civil service furloughs
civil service international LI

1 Broadway (New ¥t ™ Checked Branches
USE Internationa Records with hits - 0

e Bty e || D] e | e

&8 Seaich (0 Bowss ; I Document [Z Contents Ji= Hiist |

8] ] o [ oo = |

|Record: 1 71,425,304 [Hit:0/ 0 [Gueny:

The Heading box will automatically display and highlight the first heading with the words “civil

service.” It will seem as though “civil service” is not a valid heading.

Use the scroll bar in the search dialogue box to find “civil service may subd geog.” Double click on the
highlighted subject heading. It will display in the Complete Heading box.

3 Folio Views - [Library of Congress Subject Headings!
([J Fle Edt View Inett Seach Layoul Took Table Wigow Help T

Clsle] alw) 5| | elolels]| | o 1 2wl

Library of Congress Subject Headings

Search Subject Headings and Subdivision

Enter: |
- Complete Heading: |ciw| service mayw

Subdivision Keyword: |

Heading: civil service ethics may subd geog ;I
civil service examinations

civil zervice furloughs

civil service international

civil service interns (_I
civil service islamic law may subd ge:
civil service jobs
= Eo
civil service municipal
civil service pensioners may subd ge(LI

1 {Group of artists]
USE Zero (Group of

-1 Bird Dog (Reconnais
USE Bird Dog (Reco

1-5 Bond Street (Hew Yo
1USE Robbing and Ape

1 Broadway [New York, ™ Checked Branches
USE International Me Records with hits - 52

g _Ced | ] T ] e | -

@@ Search () Biowse ; ] Document [ Contents Ji= HitList ]

i = | ] [ = salw|

|Record: 1 41.425.304 [Hit:0/ 0 [Query:

Clicking OK will complete the search and take you directly to the s

{3 Folio Views - [Library of Congress Subject Headings]
([J Fle Edt View Inwett Seach Lapoul Iook Table Window Help

DlzE s 5| | eBlem] || o [=] ziwlw]|
(o

Civil setvice  (May Subd Gaog)

Civil service (May Subd Geog) ‘/ B
[JF1601-JF1674]
Here are entered works on careet government service and the laws governing it Works on government service, inchuding that
by poliical appointent or employment contract, ave entered under the vame of the country state, ov city, with the
subdivision. Officials and employees, Works on persomnel of  specific government agency are entered under the name )
of hat agency, with the subdivision Officials and employees
Warks on public sector employment as a counter-cychical policy measure mtended to provide jots for the unewmployed as well as to
provide economic assistance 1o distressed areas and state and lacal govermment are entered under Public service
employtent
UF Bureaucrats
Career government service
Civil servants
Government employees
Government service
Public employees
Public service (Civil service)
BT Public adwinistration
RT Public officers
Public service employment
NT Applications for office
Clwil st |

&% Search [} Broviss ; [E] Document [ Contents J= HitList J

| 5| | 5| |22 8| [ reavings subject evel 2.civl service may s x| 44| B

Record: 252,595 /1,425,304 [Hit: 1752 [Query: [Headings ‘subjectlevel 2.civil service may subd geog] ( Not ([Level ‘subject level 7] 01 [Level ‘subject level 8]

ject heading you searched for.
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Use the scroll bar arrows (but not the scroll bar button!) to browse through headings and subdivisions.

4.4,
4.4.1.

44.2.

of Congress Subject Heaaings]
([]Fle Edt View Insett Search Lapout Took TabP\ Window Help TR

_|_u@|gu FEEE| ) -G

Ciw\senfice (May Subd Geog)
-Ethics
USE Ciril service ethiss

E Crl service effucs
—Egaminations
16 {(United States)]
F Ciwil service examinations
Competitive szaminations
B} Examinations
—Furlpughs
Here a\e entered works on the placement of civil servants in a temporary status without dutiShend pay because of lack of work ov
funds ov othet nondisciplinaty veasons. Wirks lwited to particular localiies are enteradumder the nawe of the country,
city, etc:, with subdivision Officials and emplayees—Furloughs. Works limited to specific Mhgariments ot agencies are
niered under fhe name of the departnent or agency, wit subdivision Officials and erploy?
1JF Ciw\l rervice furloughs
Furlyughs
BT Laydf systems

& Search [ Browse ncumem/O Conterts ]_ HitList ﬂ

b 7| 3| 8 | 5| B\ | eacings subjectievel 2,civi servicz may s 7| 44[ MM

Record: 252,634 /1,425,304 [Hit: 1\ /52 [Queny: [Headings ‘subjectlevel 2,civl service may subd geog] [ Not [Level ‘subjectlevel 7 Or [Level subjectlevel €]

4. Navigating in an Infobase: LC Subject Headings, p. 3

Cross references and classification numbers in blue are hot links. The top part of the Document window

shows the hierarchy of the subdivisions.

Follow links to go from LCSH headings to the corresponding class numbers in the LC schedules.

Click on a class number (in blue) to go to that number in the schedule.

Window Help

Lapoul Took Table

_I_I_IQIQI_U/M-I»IHJ\ Ao [=] ziwlw]|

=
[JETIE (United States]]
UF Cieril service examinations
Competitive examinations |
BT Examinations
—Furloughs
Here are entered works on the placement of civil servants i a temporary status without duties and pay because of lack of work or
funds ot other nondisciplinary reasans. Works limited to particular localities are entered under the name of the counfry,
city, ete., with subdivizion Officials and ewployees—TFurloughs. Works tiwited to specific departments ov agencies are
entered under the name of the department or agency, with subdivision Officials and employees—Furloughs
1UF Ciwil service furloughs
Firloughs
BT Layoff systems
54 subdivision Officials and employees—Furloughs under names of countries, cities, etc; and under names of individual
goverrment departments, agencies, ete.
—Hispanic American employment
1SE Hispanic Americans in the civil service
—Labor productivity ([May Subd Geog)
BT Government productivity
~Minority employment {May Subd Ceog) =l
TIT i mwitim s b Al min] s mwemimls (Do s Lom il
&% Search [} Broviss ; [E] Document [ Contents J= HitList J

| 5| | 5| |22 8| [ reevings subject evel 2.civl service may s x| 44| B

Record: 252,634 /1425304 Hit: 11752 [Queny: [Headings ‘subjectlevel 2.civl service may subd geog] [ Not [Level subjectlevel 7] Or [Level subjectlevel 6]

The LC Classification infobase opens to the class number you clicked on.

%Y Folio Views - [Classification Schedule J1
([]Fle Edt View Inset Seach Lapout Took Table Window Help T

el S e N R E e -] slw|ot

JK Palitical institutions and public administration
JK1-3595 United States
JKA01-1685 Govermnment. Public administration
JK501-801 Executive branch
JKE31-881.2 Civil Service
JK716-717 Civil service examinations. Civil service schedls

JKE92.8

JK693.AZ ividual, A-7

JK698 epublican party and civil service reform
JK699 Democratic party and civil service reform

UKT11) Treatises
see JK6B1-JKE92Z
Civil service examinations. Civil service schools
JKI16 General works
JKI7AZ Special subjects, AL
JK717.C54 Clerks. Clerical ability
UKT17.57) Stenagraphy
see Z53
JK717.58 Supervisars
JK718 In-service training. Intems
Special classes of employees
766.4, Affirmative action programs
JKI20 Veterans
JK721 ‘Women in the civil service
JKTZEI A-Z Olher Spetla\ AT

& Gearch (1) Browse | 5] Document [ Contents Ji= Hilist |

R E R EEE | [Headings 'subject ievel 2,civil service may s x| 44| PY. ‘

Record: 1,982 / 20,766 [Hit 070 [Query:
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Using Cataloger’s Desktop/Classification Plus

4.4.3. Toreturn to LCSH, use the Go Back arrow or the Window menu.

43 Folio Views - [Classification Schedule J]

([J Eile Edit Yiew Insent Search ks MR
DleslE] sil@| = ‘ —Iﬁl Cascade /
JK Political institutions and public administration TileVertically
JK1-8505 United States Tile Horizontally
JK401-1685 Government. Public administration Anange lcons
JK301-901 Executive hranch Close All
JKE31-881.2 Givil Bemvice
JKT18-T17 Givil service examinations. Civil servic Hefiesh
Biography 1'Welcome to Cataloger's Deskiapl (Shadow] =
JHG92.8 Collective 5 ol Amercan Cataloguing Fules
JKE93.AZ Individual, 3 Classifi Schedue B
JH698 Republican pi oo caen Schesuis |
P P
! 4 Library of Congress Subject Headings
JHG699 Democratic p
WKT1) Treatises v 5 Classification Schedule )
see JHKEE1-JKE92
| Civil service examinations. Civil service schools
JK716 General works
JKF17.AZ Special subjects, A-Z
JKF17.C54 Clerks. Clerical ability
WK717.57) Stenagraphy
ses 3
JHF17.58 Supervisors
JKF18 In-service training. Interns
Special classes of employess
Cf. JE766.4, Affirmative action programs
JK720 Yeterans
JKI21 WWomen in the civil serice
JHK723.AZ Other special, A-Z LI
@i Search [} Browse ; 2] Document [ Conterts [I= Hilist [

25| e I[Head\ngs'suh]ect\ave\?‘,clw\servmemays j 44| p» ‘

Opers & new window for the surrent infobass

4. Navigating in an Infobase: LC Subject Headings, p. 4
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5.
5.1.
5.1.1.
5.1.2.

5.1.3. Type a name for your shadow file in the File name box.
in the Shadow directory.

Shadow Files

Creating a new shadow file

5. Shadow Files, p. 1

From the Infobase list, open the infobase for which you wish to create the shadow file.

With the Infobase open, click on the File menu, then

es] MR o5 [Anglo-American Cataloguing Rul
Tabls Window Help ETET
bl ‘ ‘ M icre «| 2w

nerican Cataloguing Rules

Second Edition (1998 Revision)

Page Setupss
Pt it

£ tzanceride Tnokoon e X Contents  srfebass viastab Bolove iy z meors

1 \NEWSERVERULEY. AsaciZ nfo
2 \NEWSERVERVLEN. Absched nfo
3 welcome: sy
AN\NEWSERVERVLES sublnfo

rﬁCkZ rules relate to other cataloging tools. Click here for an explanation of

Part I Description

Headings, Uniform Titles, and References Ezit

Appendid: Capitalization
Appendir B Abbreviations
P v o T

Appendx D Glossary
Index & LCRI-Style Index
Most recent Amendments
World Wide Web Resources

&8 Seach G0 Biowse | ) Document {Z Contents = HiList |

| 7| 7| s | | ] [ oroue

Creates a new document

j«»‘

This New box will appear:

Hew
Save i Ia Shadom j | |‘=_“f€| IEEEE =
aaci2 SDW [ MeCol.sdw
Ceg. zdw I]]W'elcome.sdw
DCMZT . sdw
Lerisdwm
Lezh. zdw

mapcatman, 50w

File nane: I e

File tupe: [Folio Shadow File =l Cancel

[

[Hpticres. .

Save in: IaShadow - gl e
aaci2 50 [ McCall sdv
Ceg.zdw I:u\v\-"elcome.sdw
DCMZT . edw
L sdw
Lozh.sdw

mapcatmarn. 50w

File nane: I

File type: [ Folio Shadow File =

Creating a shadow
file allows you to add
bookmarks, notes,
and highlighters to an
infobase.

Click the New button to save the shadow file

Be sure to use the file
extension .sdw when you
name a shadow file.
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5.2.  Closing a Shadow File

5.2.1.

Yiews - [Anglo-American Cataloguing Rules [Shadow]]
Edit Wiew Inset Search Layout Took Table 'Window Help

Cti+0

0

Ei.‘-uw_/ 'LJ“

Saie il

1 Hl=:

1WNEWSERVERLLEY. Aaser2nfo
2 WNEWSERVERLLEY. \bschednfo
3 weleome.scw
4\ANEWSERVERALCY. \subinfo Part - Description
Headings, Uniform Titles, and References
Appendix & Capitalization
Appendiz B: Abbreviations
Appendiz C: Numerals
Appendiz D: Glossary
Index & LCEI-Style Index
Most recent Amendments
World Wide Web Resources

Exit

Explore Infobases ChbE =
Endrfobases s+ nerican Cataloguing Rules j
Create Shorteut

ond Edition (1998 Revision)
Page Setup.
Bt S Je chapter title. Click on the | £ Contents | infobase view tab below for a more

4 A CR2 rules relate to other cataloging tools Click here for an explanation of

& Search [ Browse ; (2 Document /% Contents /= Hitist |

=]

Clases the cunert windaw

5.3.  Opening existing shadow files

5.3.1.

5. Shadow Files, p. 2

To close a shadow file, go to the File menu and choose Close.

If you have made changes to a shadow file,
Cataloger’s Desktop prompts you to save
them with this dialog box when you attempt
to close the file. Choose Yes. All of your
changes will be saved and the shadow file

will close.

Folio Views

N

Do wou want bo =ave changes to Anglo-bmerncan Cataloguing
Rules?

Cancel |

Y Folio Views - [Welrzne to Cataloger's Desktop! (Shadow)]

fEN Inset Seach Lapout Took Table Window Help

([ Fie o

D] i &) | elSle(m]| | 8 [ ]|
WelqOpen [CtikD]joger's DeskopiClassification Plus
Anglo-American Cataloguing Rules, 2nd edition
| Cataloging Tanls Available: 1999 Issue 2 of Cataioger's Deskiop & Classification Plus j
Anglo-American Cataloguing Rules, Znd edition
UPDATED

Annotated Card Program Subject Headings
Archival Moving Image Materials

Archives, Personal Papers, and Manuscripts

Art & Architecture Thesaurus (Getty Institute) (25 oni,)
iption of Looseleaf Publicati

Cataloging Rules for the
[ + CONSER Documentation

Descriptive Cataloging Manual - Z1: Names and Series Authority Records

Descriptive Cataloging of Rare Books

Graphic Materials

LC Cutter Table

v + Library of Congress Classification schedules |

Likrary of Congress Filing Rules
B Library of Congress Rule Interpretations
@ Library of Congress Subject Headings
Introduction to LCSH

UPDATED
UPDATED

Dimnrtnirn dn ssndntinn matiien dlnionreitd | avah 0 n a1

&R Search Biowse | [ Document [% Corterts /= Hitlist |

1 wn

NEEEOEC S

|Record: 2 /29 [Hit 2429 [Queny: [Group +]

Click on the Open folder icon on the left side of the top Cataloger’s Desktop toolbar.

5.3.2. This Open box will appear, with your shadow files listed inside. To open a file, double click on the file

name (e.g., aacr2.SDW) in the file list.

I =3 Shadow

Look jn;

EEEE

I saci2 50w I:E]Welcome.sdw

[[]DCMZ1 . 5dw

[ mapcatman. S 0w

File name: ||

File type: I.-’-‘AII Folio Infobaze Files j

Open

Caticel

ek

Pazsvword...

To open a shadow file,
you can also click once
on the file name and
then click the Open
button at the lower
right.
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6. Bookmarks

6.1.  Setting a bookmark

6.1.1.

Open an infobase shadow file to the section you want to bookmark. Place the cursor where you want
the bookmark.

%3 Folio Views - [Anglo-American Cataloguing Rules [Shadow)]

(1 Fle Edit View Inseit Seach Layout Tooks Table Window Help

Dlele] ol =] |« |8
APFENDICES
APPENDIX B. ABBREVIATIONS
B.9. ROMAN ALPHABET ABBREVIATIONS

EEEC]

B.BA.

Tn inflectsd languagss, vse the abbrevia
of that word. If, however, the al
final letter(s) of the i

B3

OMAN ALFHABET AEBREVIATIONS

a word listed in B.9-B.15 in the nominative case for an mflected form
ation includes the final letter(s) of the word, modify the abbreviation to show the
orm (e.g., METEPATYpa, NHT-PA, NHTEPATYPH, THT-PH).

) -
TERM ABBREVIATION
aastalciil aastak
Abdmck Abdr
abpedruckt abpedr.
Abteilung, Abtheilung Abt
accompaniment acc
afdeling afd
aflevering afl =

&8 Seach G0 Biowse | ) Document {Z Contents = HiList |

dth| 75| 7| 5| B | (25| 8| [ e R ttiesanbrevistions) =l 1 ‘
|Record: 5,563 /15415 [Hit 0/ 0 [Buen:

6.1.2.

Click on the Bookmark icon on the right side of the Cataloger’s Desktop toolbar.

% Folio Views - [Anglo-American Cataloguing Rules (Shadow];

(D Eie Edit Yiew lnsst Seach Lapout Iook Table Window Hel

Dle{e| @l =] | «le(m| | o
APPENDICES

APPENDIX B. ABBREVIATIONS

B9 ROMAM ALPHABET ABBREVIATIONS

T#L“|

|
BSA.

In inflected languages, use the abbreviation of a word listed in B.2-B.15 in the notminative case for an inflected form
of that word. If, however, the abbrewviation includes the final letter(s) of the word, modify the abbreviation to show the
final letter(s) of the inflected form (e g, METEPATYpA, NAT-PA, THTEPATYPH, THT-PH)

b.Q. ROMAN ALPHABET ABBREVIATIONS

Go=] -~

TERM

ABBREVIATION
aastalcal aastalc
Abdmck Abdr.
abgedruckt abgedr.
Abteilung, Abtheilung Abt.
accompamment acc.
afdeling afd
aflevering afl =l
@i Seach [ Browss ; [ Document {% Contents [i= Hitlist |
A EE R E | [Field Rule title:sbbreviations] =]y, ‘
|Record: 5,563 7 15.415 [Hic 070 |Quey:

This dialog box will appear. Type in a name for your bookmark in the space marked “Bookmark 1.”
Bookmark

Set

Bookmark 1

— Cloze
ccents and diacritics

Bookmark names may be
System requirements for CF

ey up to 39 characters long.

Welete

HEREME...

LLFED
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6.1.3. Click the Set button. The Bookmark dialog box will close and your bookmark will be set.

Bookmark

alph. abbreviations

= Close
A ccents and diacritics —l
S ystem requirements for CF bave |

6.2.  Returning to a bookmark
6.2.1. Open the infobase shadow file you want to consult.

6.2.2. Click on the bookmark icon as in 6.1.2 on the previous page to open the Bookmark dialog box.

Bookmark

[ .
Select the bookmark you wish to access. The Set button changes to Go To. Choose Go To. The
bookmarked text will appear.

6.3.  To remove a bookmark, follow steps 6.2.1 and 6.2.2 above. Choose Delete. You will be prompted to
make sure you want to delete the bookmark. At the prompt, click Yes/ The bookmark will be removed.

Bookmark

an alph. abbreviations

docents and diachitics

]|
_ oo |
Raoman alph. abbreviations Move |
_ Bonare._|

System requirements for CF
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7.
7.1.
7.2.

7.3.

7.4.

Notes

Open an infobase shadow file to the section to which you want to add a note.

Put the cursor in the line you want to annotate.

%Y Folio Views - [CONSER Editing Guide (Shadow)]

([ Eile Edit View Insett garch Layout Iook Table wWindow Help =121 x|
D@ witl 2\ €Blelm | |- [=] 2l e

SECTIONE. USMARC FORMAT PRR SERIALS AS APPLIED WITHIN CONSER
Leader006/008
igser!

Type of serial (008121 006/04)
|
[I'ype of serial (008/21 006/04) (Serial)

# Mone of the following

m Monographic series 4
n MNewspaper

p Periodical

Codes

Descriptionfinstructions
The type of serial code indicates whether the serial is a periodical, monographic series, newspaper, or none of these
DEFAULT CODE: none

Codes

B Search [ Browss | 2] Document {# Cortents [I= Hitlist [

= 1|

|Record: 2,455 /7,944 [Hit: 070 |Query

Click on the Note button on the right side of the top toolbar. A note window will appear.

VA Folio Views - [COMSER Editing Guide (Shadow)]
l]]EiIB Edit Yiew Inset Search Layout Tools Table “Window HeEmm 18] x|

Clelel wim| 5| | elolelml| | g T%sle]

SECTION E. USMARC FORMAT FOR SERIALS AS APPLIED WITHIN COMNSER
Leader006/008
Type of serial (008/21 O0B/04) (Serial)
[
Type of serial (008/21 006/04) (Serial)
Codes
# Mone of the following | |
j whether the senal 13 a penodical, monographic senes,
newsnaner ot nokg of theae x
&R Search ;G Browse | Document}'t Contents ,I'E HitList ,f

[Level Category: [Field Category:006/008] An j 44| ‘

|F|ecnld' 2456/ 7944 |Hil' 142 |QUEN&VE| Category: [Field Category:006/008] &nd "type of serial"] “ype of serial” ]

Type or paste your comments into the Note window. Close the note box by clicking its Close button.

This window will appear to prompt you to save the changes you made to the Note. Click Yes to save
them.

Mote |

& Do pou want bo zave changes to Mote?

Mo | Cancel |
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7.5.

7.6.

7. Notes, p. 2

A yellow note icon will appear in the margin by the line you selected.

¢4 Folio Views - [CONSER 0 Guide [Shadow]]
() Eie Edit W Inset Seach Lapout Took Table Window Help _l&] x|
DleEyaml =l | wolElm)| |8 EETEE]
SECTIOME. USMARC FORMAT FOR SERIALS AS APPLIED WITHIN CONSER
Leadghi006/002
of serial (008/21 006/04) (Serialy
|
Type of serial (008/21 006/04) (Serial)
Codes
# Mone of the following |
m Monographic series
n MNewspaper
p Periodical
Descriptionfinstructions
B code indicates whether the serial is a periodical, monographic series, newspaper, or none of these
DEFAULT CODE: none
Codes
|
@i Search [} Browse ; 2] Document [ Conterts [I= Hilist [

(2] gl | “type of serial” = “» ‘

|Record: 2,455 /7,944 [Hit 12/ 14 [Query: “ype of serial”

To open a note,
click on the yellow
note icon.

To remove a note, put the cursor on the line where the note appears. Choose Remove Note from the

Tools menu.

%Y Folio Views - [COMSER Editing Guide (Shadow)]

([} File Edit Wiew Inseit Seach Layout [EERY Table ‘window Help NEE
-, Bookmak. Chilehd il

DlslEl alwl =] | «s e EE | ) ol

SECTIONE. USMARC FORMAT FOR SEF Hote Chlehl

Leaderi00Bi008 el

Type of serial (008/21 00G/04) (Serial) \E{zil]e

Links 3 _I

@ Hemave Highighter

Fiemoye Freld!
Codes e G

Femnye il (Sl FEiftn
# MNone of the following —

o el o
m Monographic series =———
n Mewspaper g”gmm'ze
i

p Penodical -

Descriptionfinstructions

&l code indicates whether the senial is a periodical, monograpluc series, newspaper, or none of these.
DEFAULT CODE: nene

Codes

I8 Search ;03 Browse ; [E) Document {E Contents /= Hilist |

28| | = 5 48 = | [ e ot s =] ‘

Femaves the marginal nete from the curent paragiaph
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8. Highlighting Text

8.1.  If you wish to highlight a phrase or a paragraph within an infobase shadow file, select the text to be
highlighted and click the Highlighter button.

3 Folio Views - [Anglo-American Cataloguing Rules [Shadow]]
mfi\e Edit View Inseit Seach Lapout Tools Table 'wWindow Help =] x|

Sl= = NEENE]
1.0. GEMERAL RULES

1.0C. Punctuation
1.0C1.

Elalelml| | B (= o

L]

stop, space, dash, space instead of the prescribed preceding punctuation for that element
Indicate an interpolation (e, data taken from outside the prescribed sourceis) of
information) by enclosing it in square brackets. Indicate a conjectural mterpolation by adding a
question mark within the square brackets. Indicate the omission of part of an element by the
mark of cmmssion {..). Precede and follow the mark of omussion by a space. Ot any area or
element that does not apply in describing an mdividual ttem; also omit its prescribed preceding
or enclosing punctuation. De not mdicate the cmmssion of an area or element by the mark of

omission
“When adjacent elements within one area are to be enclosed m square brackets, enclose /

them in one set of square brackets unless one of the clements is a g2

ral mz o,
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8.2.  In the dialog box, choose the color or type of highlighter and click on Apply. (Don’t worry if it shows
up in the “wrong” color injtally. Clicking in the document will ma right color appear.)
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Indicate an interpolation (e, Bemave Link CilsSHita) cribed source(s) of information) by enclosing it in
square brackets. Indicate a conject o tion mark within the square brackets. Indicate the
omission of part of an element by t e e and follow the mark of omission by a space. Omit
any area of element that does not;  Customize e, also omit its prescribed preceding or enclosing
punctuation. Do not indicate the om__ SR mark of omission

When adjacent elements within one area are to be enclosed in square brackets, enclose them in one set of square
brackets unless one of the elements is a

Skaterdater [GMD] / [produced by] Marshal Backlar
but  [London : Phipps, 1870]
TWhen adjacent elements are in different areas, enclose each element in a set of square brackets. |
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Remawes the applied highlighter at the selected text
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9. Summary of the Topics Covered in Using Cataloger’s Desktop/Classification Plus

We demonstrated the following features in the Cataloger’s Desktop:
Getting Started: Welcome screen and Infobase list

Navigating in AACR2 using the Contents tab, Query Templates 1 and 2, hyperlinks, and
navigation buttons

Navigating in the LC Class schedules to browse and to find a specific class number
Navigating in LCSH to do a complete heading search

Customizing an infobase by creating a shadow file, bookmarking, adding a note, and
highlighting text

Do you have any additional questions about what we have covered?

Are there any other things you would like to learn about Cataloger’s Desktop?

Please feel free to ask any member of the training team any questions in the future, or use us as resource
people if you should get “stuck” using the Desktop.

Cornell University Library 10/8/99
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	Click on the first gray bar to open the infobase list.
	Infobases are listed in alphabetical order in the infobase list. Cataloging tools with multiple components (e.g., the LCC Schedules) can be found by clicking on the corresponding gray bar in the infobase list.
	Click on the name of the infobase (e.g., AACR2) to open it.
	Use the Window menu to get back to the Welcome screen to open another infobase.
	Click on the lower Close (X) button in the upper right corner of the screen to close an infobase.
	N
	Navigating in an Infobase:  AACR2
	Use the ± Contents tab to browse section headings.
	Click on a + to open levels of the hierarchy of sections in the infobase.
	Double click on a section title to go to that section.
	Use the Document and ± Contents tabs to go back and forth between the Document and Contents windows.

	Use Query Template 1 to search within a chapter.
	For example, in Chapter 21 search for the phrase “personal author” (in quotes).
	Use the Hit List tab to view your results and double click on a Hit to go there.
	Or, in the Document window, use the Next Hit and Previous Hit buttons to move from Hit to Hit.

	Use Query Template 2 to search for a specific rule number or a glossary term.
	For example, search for rule number 2.7b10.
	Or, also in Query Template 2, search for the glossary term “uniform title.”

	You can use navigation tools to move within an infobase or from infobase to infobase
	Caution!:  The scroll bar button on the right side of the screen can get you lost very quickly!
	Click on any text in blue (really, it's blue!) to follow a hyperlink to a related part of the infobase.
	Click on an LCRI or MARC button to go to related sections in those infobases.  To follow this particular example, use one of the navigation methods you have learned to go to Rule 2.1C in AACR2.
	Use the Go Back and Go Forward buttons to move from place to place.
	Use the top portion of the Document window to see where you are (you can adjust its size and double click on a line to go there).


	N
	Navigating in an Infobase:  LC Class Schedules
	Use the Window menu to get back to the Welcome screen.
	Click on the Library of Congress Classification Schedules bar to get to the list of schedules.
	Click on the schedule name to go there.
	Use the ± Contents tab to browse within the schedule.
	To browse in the Contents, click once on the “+” next to the schedule name.
	To get to the text of a subclass, click twice on the heading.
	The beginning of that subclass will display on the screen.

	Use Query Template 1 to search for a specific class number or specific word.
	To find a specific class number, key in the class number.  It must match a number from the Word list.
	Clicking on OK will take you directly to the class number you searched for.
	Key a word in the “Caption keyword” box to find a specific word in a classification number caption.  You can use the scroll bar on the Word list to locate additional words to use.  Check the “Record with hits” line to be sure your search was successful.
	Click on the Hit List to display all the places the search word occurs.

	Use hyperlinks, the Go Back and Go Forward buttons, and the top part of the Document window as navigation tools.

	N
	Navigating in an Infobase:  Library of Congress Subject Headings
	Use the Window menu to get back to the Welcome screen.
	Click on the Library of Congress Subject Headings line to open the infobase.
	Use Query Template 2 to do a Complete Heading search.
	Key in a subject heading, e.g., civil service.
	Use the scroll bar in the search dialogue box to find “civil service may subd geog.” Double click on the highlighted subject heading.  It will display in the Complete Heading box.

	Follow links to go from LCSH headings to the corresponding class numbers in the LC schedules.
	Click on a class number (in blue) to go to that number in the schedule.
	The LC Classification infobase opens to the class number you clicked on.
	To return to LCSH, use the Go Back arrow or the Window menu.


	S
	Shadow Files
	Creating a new shadow file
	From the Infobase list, open the infobase for which you wish to create the shadow file.
	With the Infobase open, click on the File menu, then New.
	Type a name for your shadow file in the File name box.  Click the New button to save the shadow file in the Shadow directory.

	Closing a Shadow File
	To close a shadow file, go to the File menu and choose Close.

	Opening existing shadow files
	Click on the Open folder icon on the left side of the top Cataloger’s Desktop toolbar.
	This Open box will appear, with your shadow files listed inside.  To open a file, double click on the file name (e.g., aacr2.SDW) in the file list.


	B
	Bookmarks
	Setting a bookmark
	Open an infobase shadow file to the section you want to bookmark.  Place the cursor where you want the bookmark.
	Click on the Bookmark icon on the right side of the Cataloger’s Desktop toolbar.
	Click the Set button.  The Bookmark dialog box will close and your bookmark will be set.

	Returning to a bookmark
	Open the infobase shadow file you want to consult.
	Click on the bookmark icon as in 6.1.2 on the previous page to open the Bookmark dialog box.

	To remove a bookmark, follow steps 6.2.1 and 6.2.2 above.  Choose Delete.  You will be prompted to make sure you want to delete the bookmark.  At the prompt, click Yes.  The bookmark will be removed.

	N
	Notes
	Open an infobase shadow file to the section to which you want to add a note.
	Put the cursor in the line you want to annotate.
	Click on the Note button on the right side of the top toolbar. A note window will appear.
	This window will appear to prompt you to save the changes you made to the Note. Click Yes to save them.
	A yellow note icon will appear in the margin by the line you selected.
	To remove a note, put the cursor on the line where the note appears.  Choose Remove Note from the Tools menu.

	H
	Highlighting Text
	If you wish to highlight a phrase or a paragraph within an infobase shadow file, select the text to be highlighted and click the Highlighter button.
	In the dialog box, choose the color or type of highlighter and click on Apply.  (Don’t worry if it shows up in the “wrong” color initially. Clicking in the document will make the right color appear.)
	To remove highlighting from text, select the highlighted text as in 8.1.  Choose Remove highlighter from the Tools menu. When you click in the document, the selected highlight will disappear.
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